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Process Termination, Retirement, an
DROP Actions Objectives

By the end of this chapter, you will be able to:

» Define terms, concepts and procedures
» Process Termination

» Process Retirement

» Perform DROP Action

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr
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Termination and Retirement

Employees terminated or retired in AASIS will have their
personnel number and master data information retained in the
system.

AASIS Support Center, V3.0

November, 2005 Gwinnett Orr -3

Note: Employees terminated or retired in AASIS will
have their personnel number and master data
information retained in the system.
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DROP

AGENCY RECEIVES Eﬁ/
DROP DOCUMENT é

AASIS
|ROLE
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- Agency Personnel Management

| AGENCY SELECTS

DROP ACTION
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Exercise Scenario #14

* One of your agency’s employees has
enrolled in the DROP program.
Process the DROP Action.

WIS
e

AASIS Support Center, V3.0
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Demonstration

@=DROP

Human Resources > Personnel Management >
Administration > HR Master Data > Personnel Actions

(PA40)
¢ . é

AASIS Support Center, V3.0
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SAP Easy Access
@E %

1 Favorites
< {3 BAP standard menu
"3 Office
3 Logistics
3 Accounting
< = Human Resources
Z) PPMDT - Manager's Deskiop
= =3 Petsonnel Management
i ? gmgsr\:r::s:oata 1. Follow the menu path and double
P click on Personnel Actions or enter
2 PA3D - Waintain PA40 in the command field and

2 PA20- Display press enter.
3 PA10 - Persannel File

2} PAT0 - Fast Entry
) PA42 - Fastentry: Actions
I 3 Info System
> (1 Tools
B [ settings
B Recruitment
> [ Personnel Development
b [ Benefits
P3| Compensation Management E

3] — m— D

[4]+]
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W Personnel Actions
L .
2 *—15. Click Execute. |
Eern 1 - 2. Enter the employee’s
Marna Turner Quartez Personnel number.
EE group T Blale ExrafSea - FeTS A FROT OFR
EE subgroup 0 Hourty = 383260 DFA
— el -~ ‘ 3. Enter the employee’s DROP effective date.
Parsannal ALBons
| [acbon Trwe [Persann. [EE grove [EE subg.| ||
Hire -
Hire Board or Commission Membr |
Reh
Re-amployment ol f Retiree
[Change In PayPosn Attributes
[Transter | | |
| FromotionDemoon
‘bm | | |

LWl
<l 4. Select DROP.

ETR (2) (510) "% | sapetr IN3
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Note: In the ‘Start’ field, enter the employee’s date of
enrollment in DROP.

The effective date must not be earlier than the
beginning of the first pay period of the fiscal year.
For example, an action initiated on 7/6/04 may have
an effective date no earlier than 6/20/04.

If it is necessary for the agency to have an effective
date beyond the beginning of the first pay period of
the fiscal year limit, the agency must send a request
with justification to State Payroll Manager at the
Office of Personnel Management/State Payroll (fax
number 501-682-5094) for approval.
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@@ DEE DDOa080 EE @ oy
8. Click Save.

Action trpe

Reason for action

Customer-defined
Employrment
Special payment

Fosition 22094658
Personnel area Fan1 DFA.
Employee group 1 Regular State Empl

ADMIMISTRATIVE ASSISTANT

Employee subgroup UE Employee

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr
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Infotype  Edit Goto Esras  Systern  Help o
BB CE@ I DHRE SN a8 HE @m Y
Copin izati Ascigrmiz
4| 12. Click Enter. | | 13. Click Save.
nnnnnnnnnnn ame el
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
ssssssssssssssssssssssssssssssss
p 04 )0
Leg.person
uuuuuuuuuuu St HE 9. Choose the work contract
Bus. Area oe1e DEPT OF FINANGE AMNI for the employee-
nsas Bi-Weekiy
re/Veal
— .. | 10. If necessary, change the
employee’s personnel, time
i and payroll administrator
using the drop-down list.
| Additional fields |
Benefits Administrator 125 _ Phylicia Gates
1. necessary, change the employee’s benefits
administrator using the drop-down list.
[
AASIS Support Center, V3.0 7-10
November, 2005 Gwinnett Orr

NOTE: When the agency personnel with the
role of Personnel Management, Personnel
Specialist or Employee Benefits Specialists
uses transaction code PA30 Maintain HR
Master Data to update the Contract field on
ITO0O01 Organizational Assignment, the 2nd
Program Grouping field on ITO171 General
Benefits Information infotype will automatically
be updated. The start date entered on the
ITOOO01 record will also be reflected on the
ITO171 record.
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g aiglece DHB anan|FE e
greate Monitoring of Date.
15. Click Enter.

| 16. Click Save.

Processing indicator Mew task g

14. Enter the ‘DROP Start Date’ for
Reminder date the employee.

Leadifallow-up time

AASIS Support Center, V3.0
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Note: The DROP start date should be the same date

used in step #3.
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& |< D @@l il 1000 HE @0

freate Monitoring cfDat
| 19. Click Save.

Tasktype DROP End Drate
Date " Processing indicator Mew task

17. Enter the new ‘DROP End Date’ for
the employee.

Reminder date

Leadfollow-up time

AASIS Support Center, V3.0 712
November, 2005 Gwinnett Orr

Note: The Drop End Date is seven years from the
Drop Start Date.
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|< A CE& I CREE D008 EE @0

-Rudu'lph...
Faot |
e
(03/16/2001 [te 12/31/9995

Date type Date Date type Date

21 Qriginal Hire Date a3:a1/2601 Z2 Career Sewice Date a3¢81 /2081
23 LatestHire Date 03/01/2001 24 Leave Accrual Date 0z3iadr20M
29 Perf. Eval. Date B3/01/2002 4 4

21.You can select from the drop-down list
the employee’s DROP Start Date and

DROP End Date in the ‘Date type’ field.
Enter the actual day in the ‘Date’ field.

AASIS Support Center, V3.0 743
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Note: If your agency’s person with the role of Agency
Benefits Specialists is not identified as the Benefits
Administrator on the Organizational Assignment
infotype 0001, you will need to IMMEDIATELY notify

that person of the DROP action and the effective date
used.
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Exercise Scenario #15

* One of your agency’s employees has
turned in a resignation letter. Process
the Termination Action.

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr

14



An AASIS Training Guide HRPA-Personnel Administration
version 3.0

Demonstration

& [ ermination (Phase 1)

Human Resources > Personnel Management >
Administration > HR Master Data > Personnel Actions
(PA40)

AASIS Support Center, V3.0
Novem| ber, 2005 Gwinnett Orr
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Note: Before you begin this process, you MUST
contact the Time Management Specialist to make
sure that no time is entered on the employee after the
date the employee is to be terminated.

Also, you MUST contact the Payroll person to make
sure that the employee is not in claim status. If there
is an outstanding claim (employee owes money), you
can request that the personnel record be locked so
the employee doesn’t get paid until the issue is
resolved. To request that a personnel record be
locked, email State Payroll Manager at OPM/State
Payroll Systems (micki.poteet@dfa.state.ar.us).
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Menu  Edit Eavorites Extras  Swstern  Help

& aja BIeCaa 8 @HE Dnan @ m
SAP Easy Access AASIS MENU
&= 2| & v -
b 1 Favorites [+]
= {3 SAP standard menu [~]
D 1 Office M
B 1 Logistics

b (1 Accounting
© (o UG E AN 1. Follow the menu path to Personnel

< {3 Personnel Management Actions or enter PA40 in the
= 3 Administration command field and press enter.

) PA30 - Maintain Employee Datd
@ PAZ0 - Display Employee Data
2} PA10 - Personnel File
I [ A4SIS Infa System
b [ Personnel Development
b [ Benefits
B Compensation Management
B [ Personnel Cost Planning
> [_1 HR Funis and Position Manager|
I [ Time Management
B (1 Payroll
s | Training and Event Management
[ [ Organizational Managemant
[ 1 Travel Management

B [ 1 Infarmatinn Syatem
Lall»]L I«
i

R |

AASIS Support Center, V3.0 716
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Note: A Termination Action must be processed
immediately. Delay of processing Termination
Actions on exempt employees could result in an
overpayment. Your agency MUST run a forced retro-
calculation of Time Evaluation when the Termination
Action is processed after the actual termination date.

Please notify your Agency Central Time
Management, if there has been a delay in the
termination processing. A forced retro-calculation of
time evaluation must be run to pay the employee
correctly. The forced retro-calculation effective date
must be the beginning of the pay period in which the
termination occurs or on the termination date. If the
forced retro-calculation of time evaluation is not run
the employee will be overpaid.
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HR Master Data Edit Golo Exiras
ala
@z Personnel Actions

—2+—— | 5 Click Execute |

nnnnnnnnnnn 2437 Ey— | 2. Enter Employee’s Personnel Number

Name Turner Quartez
EE group 7 State Extra/Sea.. Pers.area FAD1 DFA
EEsubgroup  UD Hourl ly CostCenter 383260

Cost Center
From 12/05/ 20075 | <— | 3

Utilities  Settings

Cae LR Onon EE @m

Enter effective date

cionType |personn.|EE group _|EE sub a

o
L <IDIE]

4. Select Termination. |

!

[l 4]+ ]

b [ETR (2) (510) (2] [ saperr [INs_ 7

AASIS Support Center, V3.0 717
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Note: In the ‘From’ field, enter the last day the employee will
be on the payroll.

The effective date must not be earlier than the beginning of the
first pay period of the fiscal year. For example, an action

initiated on 7/6/04 may have an effective date no earlier than
6/20/04.

If it is necessary for the agency to have an effective date
beyond the first pay period of the fiscal year limit, the agency
must send a request with justification to State Payroll Manager
at the Office of Personnel Management/State Payroll (fax
number 501-682-5094) for approval.
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Cohy Actions

6 202 | @ Ewcate ino grove |2 Changga grovs

7. Click Enter. 8. Click Save. -
-
-

e bgro 19
5 182812004

Parsonnel action
Action Tyee Termination

]
6. Select a reason from the drop-down list.

Employmnt Wihdrawn o
o

Puson TUHEAT  DFASTATE PURCHASING CA.
Personnel ares HLB7 | Deparknent of Health

[Emiplyee groug ] Slate CxrafSeasonal
Employee subgroup. U8 Howty

i
[=]

=]
[4](e][ I <[ v ]

C TR 19 ol savew (mis

AASIS Support Center, V3.0 718
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Note: The ‘Start’ date will reflect the day following the
employee’s last day to be on the payroll. DO NOT
CHANGE. The date is changed to allow the
employee to get paid through their last working day.
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Legpeson
Sibares

DALZ  OT.53HE
Dus. Ares

BB DEPT OF FINANCE AND -

EE graup. 7 State ExraiSoasanal 11 Adansas BEVieokly
EE sungroup UB Houry 1000 Hoursfear &

Persfdmin 117 Constance L Staggens
Tierstr 113 Shemy Lowis
Payadmin 123 Linda R Hill
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HRPA-Personnel Administration
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NOTE: DO NOT CHANGE
THE INFORMATION ON
THIS SCREEN.

7-19
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AASIS Support Center, V3.0
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HRPA-Personnel Administration
version 3.0

NOTE: DO NOT CHANGE
THE INFORMATION ON
THIS SCREEN.
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14. Click next record to go
to next screen.

LLast Pay Data ]
1042494 Processing indicator  New task.

11. Enter employee’s last day to be on the payroll.

[ETR (1) (315) 1| sopetr INE
AASIS Support Center, V3.0

7-21
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Note: This screen is optional. If you do not want to

store any information on this screen, then skip to step

14.
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@ laH e@e DHE DDLD A @
Delimit Ohjects on Loan
a—
Parsornaine. 470 | 16. Click the delimit icon.
EE proup 7 rsonmE AT RLET T Depariment T HET T
EE subgroup U0 Hourly 55N 462-22-5056
%) Choosa | 1072202004 [alfa. | 1273179009 &Ty Dislime Date 10/72/2004
| Crvanvier W |
|Stost date  [End Date  |Objecton lo [Mame Mo, [Loan obivst number i

U20/2004 {10/232004 04 Tooks) | _1ARK A

| 15. Select the object(s).

| ETR (1) (515) "0 sapetr ING
7-22

AASIS Support Center, V3.0
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Note: If the employee does not have any objects on
loan recorded on infotype 0040, this screen will not
appear. Thus, the Termination Action is completed.
If the employee has Direct Deposit, you must change
to Payroll Warrant via PA30. Please refer to the
following Demonstration Process Bank Details
(Phase 2) — Delimit Direct Deposit.

If your agency’s person with the role of Agency
Benefits Specialists is not identified as the Benefits
Administrator on the Organizational Assignment
infotype 0001, you will need to IMMEDIATELY notify
that person of the Termination action and the actual
date the employee is no longer a state employee.
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Exercise Scenario #15 (Phase 2)

« An employee has terminated, you must
determine if changes need to made to
the existing bank details.

4! '/\,/X

J ) ,}\/\/

AASIS Support Center, V3.0
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Demonstration

@Process Bank Details (Phase 2) —
Delimit Direct Deposit

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain (PA30)

This is the second phase of the Termination Action and
MUST be performed by the Agency if an Employee has
additional direct deposit records.

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr

Note: You may use this demonstration any time an
employee needs to make changes to their bank
details record.
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SAP Easy Access

& ) omee
& L Crass-Anplication Gomponsnts

=
2 {5 Parsanael Management
@ Ademinigtration
= 13 HR Master Data

152 PA10- Parsannel File

Recruliment

Parsonnel Developerent
Banafts

Compenalion Managernent
Parsannel Cost Planning
Budget Managnmsnt
Pension Scheme
Managemant

Ifvevevve
CCCCCCCww s

AASIS Support Center, V3.0
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Follow the menu path and double
click on Maintain or enter PA30 in
the command field and press enter.
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2| Maintain HR Master Data

Ozsx@ddl.

3. Select Bank Details infotype

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr
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G E] | @ O

EEsubgroup | UE
) Groose 1 F1 /011295 o sy

5. Choose each “other bank” record separately.

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr
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Cna@{ Bank Details

ﬂ 8. Click Enter. 9. Click Save.
Pai = Hama Train

in_ Stalus  Acwe

EE group 1| Regular Stale Em_ Personnelar | FAS1 OFé&
EE subgroup  UE Employee S50 F21-65- 4950
Sarl 1642612 :--4@-;,9 16722085 Chng| 16/11 72685 GLORR

| Bank details

417. Enter last day of the current pay period

Lot Kiapors Bank of Mkansas

ACH Paymant for Pagrall

aaaaaaaaaaaaaaa

If the employee has multiple bank detail types for ‘other
bank’, these records should also be ended.

U [ETR(13(515) 1] sapelr | S

AASIS Support Center, V3.0
November, 2005 Gwinnett Orr
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Note: In step 7, the last day of the current pay period
is the pay period the employee is terminated or the

pay period the employee wants to end their direct

deposit.

Remember: There must always be one bank
details record remaining for an employee.

In case an employee has the other bank detail used

to pay a direct payment (car note, mortgage, etc),

end the second direct deposit at the end of the pay

period.
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List Bank Details

Osuoe

AASIS Support Center, V3.0
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Note: You can view the end date for the direct
deposit already terminated.
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Questions and Answers

AASIS Support Center, V3.0
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